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ORANGE COUNTY SUPERIOR COURT RULES Rule 222

RULE 200.

A

Chapter 1

Executive Officer/Clerk of the Court

EXECUTIVE OFFICER/CLERK OF THE COURT

The Executive Oficer/derk of the Court shall, under the
di rection of the Presiding Judge, organi ze and adni ni st er
the nonjudicial activities of the Court. He/she shal

assi st inthe dispatch of judicial business, particularly
i n cal endar managenent; supervi se adm ni strative services
in the selection and supervision of jurors; assist in
arrangi ng for court accomodati ons and be responsi bl e for
procuri ng necessary books, equi pnent and suppl i es; assi st
in the preparation and admnistration of the Court
budget; prepare judicial statistics, maintainaccounting,
personnel and judicial assignnent record; assist in
providing information services to news nedia and other
groups; assist in maintaining liaison with other public
or private agencies concerned with the Court; evaluate
and recomend i nprovenents in the Court's adm nistrative
system and procedures; prepare an annual report and such
other reports as directed by the Court; prepare and
submt for Court approval a personnel plan or nerit
system for the classification, recruitment, pronotion

di sci pli ne and renoval of persons enpl oyed by the Court.

The Executive Oficer/Cerk of the Court is also
appointed ex officio Jury Conm ssioner pursuant to
Section 195(a) of the Code of Civil Procedure, and he/she
and duly appointed deputies are authorized to grant
excuses fromjury service to prospective jurors pursuant
to Section 204(b) of the Code of G vil Procedure. As
Jury Comm ssi oner he/she is enpowered to i ssue and serve
jury summons as provided in Sections 208 et seq. of the
Code of CGivil Procedure.

The Executive Oficer shall serve as the Cerk of the
Court and shall assune all the powers, duties and
responsibilities permtted to be exercised or perforned
by the County Clerk in connection with judicial actions,
proceedi ngs and records. The County Cerk is relieved of
any obligation inposed by law with respect to the above
powers, duties and responsibilities. This rule does not
transfer from the County Cerk to the Court Executive
O ficer obligations in reference to the issuance of
marriage licenses or the filing of fictitious business
name st at enents.
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Any reference in these rules, California Rules of Court
or statute, to Executive Oficer, Cerk of the Superior
Court or Jury Conm ssioner refers to the Executive
O ficer who shall function in each of the above-nenti oned
capacities.

(Revi sed effective May 10, 1984; revised effective January 1, 1986;
revised effective March 1, 1992; revised effective January 1, 1994;
revised effective Septenber 1, 1998)

RULE 204 - RECRUITMENT/SELECTION OF COMMISSIONERS

A

Application Requirenents

Al applicants for the position of Superior Court
Comm ssi oner shall conplete and submt an Orange County
Superi or Court Enpl oynent Application form a
prof essional resumé, and a Superior Court Comr ssioner
Personal Data Questionnaire.

Application Screening

Al'l applicant materials will be prelimnarily screened by
court admnistrative staff for determ nation of m ninmm
eligibility requirenents.

Applicati on Revi ew

Application materials will be reviewed by the Executive
Comm ttee or a designated selection commttee which may
or may not include nenbers of the Executive Commttee.

Circulation of List of the 10 Most Qualified Candi dates
(including ties)

Followng a review of all applications, each selection
comm ttee nenber shall select his/her 10 nost qualified
candi dat es (unranked).

The admnistrative staff shall then conbine the
respective list of 10 nost qualified candi dates and, by
a weighting process of which nanmes are nentioned the
nmost, devise a top 10 nost qualified (including ties)
unranked list which will then be circulated to all judges
of the Superior Court for review, information and comment
by such judges to the selection conmttee. Conpl et e
application materials for any or all candidates may be
obtai ned by any judge upon request to the Executive
Oficer/Cerk of the Court.
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E. Candi date | ntervi ews
The selection committee will then interview these 10
candi dat es. The interview process wll be held in an

i nformal manner.

F. Top Candi dat es

The commttee will select the top candidates and their
nanmes and application materials will be submtted to al
j udges of the Superior Court for reviewand vote pursuant
to section G

G Sel ecti on/ Voti ng Procedure

At a neeting of the judges of the Superior Court, the new
comm ssioner shall be selected by secret ballot vote of
all sitting judges of the Superior Court. Each of the
top candidates wll be invited to neke a brief
presentation to the judges and respond to any questions
he or she may be asked.

| f no candidate receives a majority vote of the sitting
j udges, successive ballots will be circulated with the
nanme(s) of candidate(s) receiving no affirmative votes
and the candidate receiving the |east nunber of votes
removed fromthe ballot.

If there is a tie anong candi dates receiving the | east
nunber of votes, all such candi dates will be renoved from
the ballot unless they would reduce the nunber of

candidates to one in which case a new ballot wll be
circulated in which only the name(s) of candidate(s)
receiving no affirmative votes wll be renoved.

| f three successive ballots occur in which neither of the
two final candidates receives a nmpjority vote of the
sitting judges, the neeting shall be adjourned and a
witten ballot shall be prepared with the nanes of the
two final candidates for circulation. Such ballots nust
be conpleted, placed in a seal ed envel ope and delivered
to the Presiding Judge or Executive Oficer/Cerk of the
Court within three weeks of the date of circul ation.

H. Mai nt enance of List of the 10 Mbst Qualified Candi dates
(including ties)

Upon sel ection of a new conm ssioner, the list of the 10
nost qualified candidates (including ties) wll be
mai ntained as an eligibility list for one year fromthe
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date the list was established. Any vacancy occurring
within said year wll be filled from said list by
utilizing steps Dthrough Gabove, as applicable, wthout
requiring a new recruitnment process.

(Adopted effective April 1, 1991; revised effective July 1, 1996;
revised effective January 1, 1997)
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Chapter 2

Court Reporter Services

RULE 222. COURT REPORTER SERVICES

A Court Reporter Policies and Procedures Menorandum shall be
adopt ed as Appendix Ato Division 2 of these rules by the Executive
Commttee with the approval of the Presiding Judge. The nmanua
shal | be pronul gated by the Executive Oficer/Cerk of the Court to
all official and pro tem court reporters and copies shall be
distributed to all judges and comm ssioners. All official and pro
temcourt reporters shall conply with its provisions.

Court Reporter and Interpreter Services (CRI'S) shall manage
all court reporter resources to best neet the needs of the Court,
particularly in making tenporary re-assignnents of highly
experienced official court reporters, whether assigned or in
floating status, to high profile cases (death penalty, conplex
litigation, etc.) and in scheduling the rotation of pro tem court
reporters on a per diem basis to fill wunscheduled absence
requi renents, so that overall cost containment wll be achieved
t hrough optim zing use of all court reporter resources.

Assi gnnent of court reporters to assigned judges, tenporary
j udges, comm ssioners and referees shall be at the discretion of
the Presiding Judge, Executive Oficer or designee and shall be
managed by CRIS to best neet the needs of the Court.

Perf ormance eval uations shall be prepared on a regul ar basis
for official court reporters as well as long-termand daily pro tem
court reporters in order to provide neaningful feedback to the
i ndi vi dual court reporters, to assess the skills and experience of
all court reporters and to assure the highest quality support to
judicial officers.

(Adopted effective January 1, 1988; revised effective Septenber 1
1998)
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RULE 230.

A

Chapter 3

Compensation - Court Personnel

COMPENSATION OF SUPERIOR COURT REPORTERS

Oficial Court Reporters

Effective Septenber 1, 1984, +the seven-step plan
applicable to Court Reporters of the Los Angel es Superi or
Court is adopted for the Oficial Court Reporters of the
Orange County Superior Court pursuant to Sections 70012
and 69894.1 of the Governnent Code, or other applicable
statutes, as inplenented by this rule.

Al'l Court Reporters shall, upon their original enpl oynent
as Oficial Court Reporters, be conpensated at the
monthly rate specified at step 5 of the current salary
schedul e fi xed for the position of Court Reporters of the
Los Angel es Superior Court.

Upon conpl etion of 18 nonths' service at step 5, Court
Reporters shall be advanced to step 6, and upon
conpl etion of 18 nonths' service at step 6, they shall be
advanced to step 7.

Court Reporters Pro Tempore

Court Reporters Pro Tenpore shall receive the per diem
sal ary conputed at step 5 of the current sal ary schedul e
fixed for the position of Court Reporters of the Los
Angel es Superior Court.

Upon pronotion from "Pro Tenpore" to "Oficial Court
Reporter" status, such reporters shall be conpensated at
the step 5 nonthly rate. After 18 nonths of service as
an "Oficial Reporter," they shall be advanced to step 6.

(Revi sed Septenber 11, 1984; effective retroactive to Septenber 1

1984)

2-7 (issued 4/2/99)



ORANGE COUNTY SUPERIOR COURT RULES Rule 232

RULE 232. (VACATED)

(Revi sed effective July 1, 1985; revised effective Cctober 1, 1985;
revised August 1, 1989; revised effective July 1, 1996; revised
effective Septenber 1, 1998; revised effective April 2, 1999;
vacated effective July 1, 2000)

RULE 234. PROFESSIONAL DUES

Enpl oyees hol ding a regul ar position in the Attorney-Superior
Court Series, and who are on the Court's payroll as of January 1 of
each year, shall be reinbursed for the current year's State and
County Bar dues.

Superior Court Conm ssioners and Juvenil e Court Referees shal
be rei nbursed for inactive State and County Bar dues and California
Judges Associ ation dues upon request.

(Renunbered effective March 15, 1984; revised effective January 1,

1995; revised effective July 1, 1995; revised effective Cctober 1,
1996; revised effective Septenber 1, 1998)
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Chapter 4

Disciplinary/Grievance Proceedings

RULE 240. (VACATED)

(Revi sed and renunbered effective March 15, 1984; revised effective
Cctober 1, 1990; revised effective January 1, 1994; revised
ef fective Septenber 1, 1998)

RULE 242. (VACATED)

(Revi sed and renunbered effective March 15, 1984; revi sed effective
Cctober 1, 1990; revised effective January 1, 1994; vacated
effective Septenber 1, 1998)

RULE 244. COMPLAINTS CONCERNING SUPERIOR COURT COMMISSIONERS,
REFEREES, AND SUPERIOR COURT ATTORNEYS SERVING AS
TEMPORARY JUDGES

A conpl ai nt received by the Court concerning the conduct of a
Superior Court Conm ssioner, Referee, or Superior Court attorney
serving as a tenporary judge, shall be directed to the Presiding
Judge. [If a conplaint has been submtted in witing, a file shal
be established and nmai ntai ned by the Presiding Judge.

The Presiding Judge shall review each conplaint received
pronptly and may investigate the circunstances giving rise to the
conpl ai nt as necessary. |If the conplaint is frivol ous or unfounded
onits face, it may be di sposed of admnistratively w thout formal
action. The conplainant should, however, be infornmed of the
di sposition of the conplaint and in the case of a conplaint
submtted in witing, a copy of the response by the Presidi ng Judge
shoul d be placed in the file.

| f upon review by the Presiding Judge a conpl ai nt aaﬁears not
to be mnor in nature and to have sonme valid basis, or en there
is good cause to believe that the conplaint may be neritorious,
such as t he presence of other conplaints, the Presiding Judge shal
refer the matter to the Executive Conmittee for review and
i nvestigation, as appropriate.

When the Presiding Judge refers a conplaint to the Executive
Comm ttee for a formal investigation, the Comm ssioner, Referee, or
Superior Court attorney serving as a tenporary judge, shall be
presented with a witten statenent of the allegations and shall be
provi ded an opportunity to respond either orally or in witing.
Wen the Executive Commttee has conpleted its investigation, it
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shal | report to the Presiding Judge its findings and
recommendati ons. For Comm ssioners, Referees, and Superior Court
attorneys serving as tenporary judges, the Executive Comm ttee may
recommend that no further action be taken regarding the conpl aint,
that a reprinmand be given to the individual, or that disciplinary
proceedi ngs, which may include suspension or termnation of
enpl oynent, be initiated follow ng the procedure established for
Court personnel in Article XI of the Personnel Policies and
Regul ations adopted pursuant to Rule 232, Orange County Superior
Court Rules. The Presiding Judge shall give due consideration to
the recommendations of the Executive Conmttee. For ma
di sciplinary proceedings nmay be initiated by either the Presiding
Judge or the Executive Commttee.

The report of the Executive Commttee shall be filed in the
conplaint file established by the Presiding Judge. The Presiding
Judge shall notify the conplainant of the disposition of the
conpl aint unless for good cause it is determ ned that no response
shoul d be nmade. Except for the Presiding Judge's response to a
conpl ainant, all docunents, papers, reports, correspondence and
proceedi ngs pertaining to a conplaint regarding a Com ssioner,
Ref eree, or Superior Court attorney serving as a tenporary judge,
shall be confidential. Following the report of the Executive
Comm ttee, the conplaint file may be revi ewed by the Comm ssi oner,
Ref eree, or Superior Court attorney serving as a tenporary judge,
at any tinme.

For Comm ssioners and Referees, disciplinary appeals shal
follow the general procedures established for court personnel in
t he Personnel Policies and Regul ations, Article XII, Section 7.,
Step 4. The Presiding Judge shall represent the Court in lieu of
t he Chi ef Executive Oficer. The Comm ssi oner or Referee may appeal
the Court Appeals Board's decision within 15 days to the Judges of
the Superior Court. Such appeal shall be schedul ed by the
Presi ding Judge to be heard by the Judges at a regul ar or speci al
Judges neeting within 90 days of the date the appeal is filed. The
decision of the majority of judges is final and binding.

(Effective January 1, 1990; revised effective January 1, 1994;

revifed effective Cctober 1, 1996; revised effective Septenber 1,
1998
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Chapter 5

Conflict of Interest Code

RULE 250. CONFLICT OF INTEREST CODE

A

Adopti on of Code

The Superior Court of the State of California, County of
Orange, adopts this Conflict of Interest Code under
Article 3, Sections 87300-87500 of the California
Gover nment Code and i ncorporates by reference California
Code of Regul ations, Section 18730, and any anendnents
t her et o.

Distribution, Conpletion and Processing of forns

1. The Fair Political Practices Conm ssion supplies
the Court wth Statenent of Economic Interests
forms and instructions for conpletion. The Court's

Per sonnel staff shall obtain and distribute
St at enent of Economic Interests forns to designated
enpl oyees. Desi gnated enpl oyees are responsible

for conpleting their own fornms and ensuring they
are returned to the Personnel staff tinely.

2. Enpl oyees nust conplete the economc interests
di scl osure form when they assune and termnate
enpl oyment from a designated «classification or
position. All designated enpl oyees nust also file
a conpl eted form annual ly.

3. Al designated enployees, regardless of their
reportable economc interest status, are required
to file a conpleted Statenent of Econom ¢
| nt erests.

Desi gnated enployees who nust file a Statenent of
Econom c Interests

Enpl oyees in the below listed job classifications may
make or participate in the nmaking of decisions which may
foreseeably have a material effect on their financia
i nterests. Therefore, enployees with the follow ng
classification titles or working titles shall file a
Statenent of Economic Interests, reporting financial
i nterests designated by their disclosure category:
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Enpl oyees required to file Form 700, Statenent of
Economi c Interests:

Di scl osure

Title Cat egory
Buyer & Deputy Buyer (Wbrking Title 3
Court Architect 1,2
Director, Accounting & Finance Services(Wrking Title) 3
Executive Directors 1,2
Executive Oficers 1,2
| nformati on System Managers (Working Title) 3
Mai nt enance Coordi nator (Working Title) 3
Manager, Adm nistrative Services (Wrking Title) 3
Manager, Material Managenent & Facilities
Mai nt enance (Working Title) 3
Store derk 3
Supervi sor, Finance Section (working title) 3
Supervi sor, Material Mnagenent (Working Title) 3
1. Enpl oyees in the job classification of Attorney |
Il or 11l or Supervising Attorney nust file a
Statenent of Economic Interests for Attorneys or
Di rector, Legal Research in Judicial Branch
Agenci es. Such statements nust disclose al

i nst ances wher e t he enpl oyees di squalified
t hensel ves froma case due to a financial interest.

2. Enpl oyees in the below |listed job classifications
must conplete a Statenent of Economic Interests for
Medi at ors, Probate Exam ners, Cal endar Coordi nators
and I nvestigators. Such statenents nust disclose
all instances where the enployees disqualified
t hensel ves from a case or assignnment due to a
financial interest.

Title

Court Investigator I, I, 111l

Court Mediator 1, |1

Medi ati on & I nvestigative Services Supervisor
Probat e Cal endar Coordi nat or

Probate Examiner 1, 11

Supervi si ng Probat e Exani ner

D. Disclosure Categories for Conflict of Interest Codes
The follow ng disclosure categories are adopted by the
Court:
Cat egory 1: Al investnents, business positions (excluding

nonprofit organi zati ons) and sources of incone.
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Cat egory 2: Al interests in real property located in or within

two mles of Orange County.

Cat egory 3: | nvest ments and business positions in business

entities and income from sources which, within the
previous two years, did or in the foreseeable
future mght contract with the Oange County
Superior Court to provide services, equipnent or
supplies of the type used by the Oange County
Superior Court for which the designated enployee
has di scretionary authority.

Filing Oficer

The Chi ef Executive Oficer is designated as the Fi
Oficer for all Statenents of Economic Interests fi
under this rule.

i ng
| ed

Publi c Record

Al'l Statenents of Economic Interests are retained in the
Court Personnel office for seven years. The statenents
are a "matter of public record" and shall be nade
avai l abl e to the public upon request.

Revi sions to Rule 250

Gover nment Code Section 87306 requires public agencies to
anmend their conflict of interest codes when changes
occur. Such changes include the establishnent of new or
del eti on of exi sting "desi gnat ed enpl oyee"
classifications or positions or changes to disclosure
cat egori es. Proposed revisions to this rule shall be
submtted to the Presiding Judge (code review ng body)
within 90 days after the changed circunstances. The
j udges of the court then have 90 days fromreceiving the
changes to approve, revise or return the code for
addi ti onal changes.

(Adopt ed effective January 1, 1986; revised effective July 1, 1991;
revised effective July 1, 1995; revised effective July 1, 2000)

RULE 252.

(VACATED)

(Adopted January 1, 1987; revised effective January 1, 1995;
vacated effective Septenber 1, 1998)

RULE 254.

(VACATED)

(Adopted effective July 1, 1991; vacated effective Septenber 1,

1998)
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Chapter 6

Emergencies and Evacuations

Rule 256. EMERGENCIES AND EVACUATIONS

The Orange County Marshal shall serve as the Court Security
O ficer and be responsible for the welfare and security of all
bui | di ng occupants in Superior Court courthouse facilities. All
Superior Court Judges, Comm ssioners, and staff shall follow the
directions of the Marshal in the event of an energency and/or
evacuati on.

The Orange County Marshal shall have the sole authority to
order an evacuati on, when necessary, as authorized under Penal Code
Section 409.5. Penal Code Section 409.5 authorizes the Marshal to
evacuate and cl ose an area "Whenever a nenace to the public health
or safety is created by a calamty such as flood, storm fire,
eart hquake, explosion, accident, or other disaster...". As
provi ded i n Penal Code Section 409.5 (c): "Any unauthorized person
who willfully and knowingly enters an area closed pursuant to
subdivision (a) or (b) and who willfully remains within the area
after receiving notice to evacuate or |eave shall be guilty of a
m sdemeanor. ".

(Adopt ed effective Septenber 1, 1993)
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A

DIVISION 2

APPENDIX A

COURT REPORTER POLICIES AND PROCEDURES MEMORANDUM

Applicability

1

The provisions of this nenorandum shall apply to all
official Orange County Superior Court reporters and to
pro temreporters as appropriate.

Thi s nmenorandum supersedes all prior oral and witten
policies and procedures relating to official and pro tem
court reporters.

Appoi ntmrent of an official court reporter shall be made
in conformance wth Government Code Section 70010.
M ni mum qualifications for appointnent as an official
court reporter are possession of a State of California
Certified Shorthand Reporter (CSR) License and passage of
t he Regi st ered Prof essi onal Reporter (RPR) exam nation OR
the Los Angeles County Superior Court Reporter
exam nation and a mninmum of three years experience in
court reporting. Oficial court reporters shall be
assigned to a specific judge as a primary assi gnnent with
addi tional duties and responsibilities as defined herein.
Reassi gnnment of an assigned official court reporter wll
be for good cause only and the judge/court reporter
working relationship wll be considered permanent
regardl ess of type or location of the judicial officer’s
assi gnnent except when the judge serves as the Presiding
Judge or the Assistant Presiding Judge or the judicial
officer is utilizing an audi o or vi deo equi pped courtroom
pursuant to Gov. Code 872194.5.

O ficial court reporters tenporarily without a prinmary
assi gnment shall be placed on standby status.

a. A list of unassigned official court reporters wll
be provided to each judge nmking court reporter
selection. Appointnment fromthis list is strongly
encouraged, wth exceptions only at the discretion
of the Presiding Judge.

b. Depl oynment of wunassigned official court reporters
on a daily basis will be managed by Court Reporter
and Interpreter Services (CRIS) in order to avoid
duplicate expense for court reporter staffing.
This wll be achieved by full wutilization of
official court reporters and by inposition of a
nor at ori umon the appoi nt nent of new official court
reporters and the enploynent of additional |ong-
term pro tem court reporters when the nunber of
official court reporters assigned to the “floating
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assignnment” pool exceeds 15% of the nunber of
aut hori zed official court reporter positions.

C. Oficial court reporters in the floating pool of
unassi gned of ficial court reporters Wil |
participate in regularly scheduled rotation to
enhance and maintain skills and/or br oaden
experience and to provide fair work distribution
and transcript opportunities.

Duties O Oficial Court Reporters

The duties of an official Court Reporter include those defined
in Section 269, Code of G vil Procedure, and are incorporated
herei n by reference.

Court Reporter Services

Under the direction of the Chief Executive Oficer, Court
Reporter Services shall provide court reporter coverage for
all departnents of the Superior Court requiring such services
in as effective and efficient a manner as possible.
Responsibilities include, but are not limtedto, coordinating
daily court reporter assignnents, maintaining records and
providing pro temreporters when necessary.

Wor k Peri od

1. Monday t hrough Friday is the basic five-day work week for
the court. Normal working hours are 8:00 a.m to
5:00 p.m daily. Al reporters, regardl ess of courtroom
assi gnnent, shall be available in the courthouse at al
times during normal working hours unless otherw se
directed or on a daily transcript assignnent. Lunch
periods shall be determned by the court to which the
reporter is assigned. Reporters on standby status shal
take a 12:00 noon to 1:00 p.m lunch period unless
ot herwi se directed by Court Reporter Services.

2. Each reporter is responsible for working the hours of the
court to which he/she is assigned as nmay be directed by
the judge or comm ssioner and for making suitable
arrangenments wi th another qualified reporter to cover any
period during which the reporter is unavailable. |If no
sui tabl e arrangenents can be nade to cover the court, the
assigned reporter shall remain. The reporter shall not
expect Court Reporter Services to make such arrangenents,
and shall inform Court Reporter Services after
arrangenments have been nade.

3. St andby and pro temreporters will not be called to work

by Court Reporter Services to cover hours beyond norna
wor ki ng hours except in extraordi nary circunstances.
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E

Ener gency Absences

1. Should a reporter be unable to report to work due to
i1l ness or other personal energency, he or she shall cal
and notify Court Reporter Services at 7:30 a.m, or as
soon thereafter as it is possible to do so, in order to
allow sufficient time to secure the services of a relief
reporter prior tothe time court is schedul ed to convene.
Shoul d the reporter be unable to personally call in, he
or she shoul d arrange for soneone else to call in as soon
as possible and alert Court Reporter Services of the
enmer gency.

2. | f any energency situation should arise during nornmal
wor ki ng hours, the reporter shall imediately notify
Court Reporter Services and request that a relief
reporter be provided as soon as possible.

Reporti ng Vacation Tinme/ Medi cal Appoi nt nents

In order to provide Court Reporter Services with sufficient
time to arrange for and provide relief reporters with as nuch
advance notice as possible, all reporters shall, except in
energency situations, notify Court Reporter Services in
writing of schedul ed vacations and nedical appointnents no
| ess than two working days prior to the comrencenent of the
schedul ed absence.

Failure to provide the mninmumrequired notice may result in
the request for absence being denied. If a request for
absence is denied, the reporter shall report for work as
assi gned. The purchase of tickets or prepaid reservations

shall not be considered grounds for exception. Reporters
should clear vacation dates with Court Reporter Services
before they incur any nonetary obligations. Absent the

requi red mnimum notice, reporters on standby status are not
permtted to take vacation time or time off wthout pay in
lieu of an assi gnnent.

Unantici pated Availability

When a reporter arrives at the courthouse and |earns that
hi s/ her assi gned judge/ conm ssioner will not beinor will not
require his/her services, the reporter shall <call Court
Reporter Services and report his/her availability. The
reporter will be assigned or placed on standby status by Court
Reporter Services.

Should a judge/comm ssioner |eave early in the day, the
reporter shall notify Court Reporter Services of his/her
availability unl ess ot herw se directed by t he
j udge/ conm ssi oner.
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Whenever Court Reporter Services needs to use the services of
a reporter whose judge/conm ssioner is present to cover
anot her courtroom that judge/conm ssioner will be contacted
for perm ssion before any such assignnent is nade.

H. Reporter Standby Status

1. Whenever a judge i s absent because of vacation or for any
ot her reason, his/her reporter shall be pl aced on st andby
status. A reporter on standby status shall be assigned
by Court Reporter Services as needed. Refusal to accept
an assignment may result in disciplinary action.

2. Reporters on standby status shall be in their offices at
the courthouse by 8:00 a.m ready for an assignnent and
shall contact Court Reporter Services by 8:15 a.m
Approval to depart prior to 5:00 p.m nust be obtained
from Court Reporter Services.

3. In order to provide tinely replacenents, Court Reporter
Services nust be able to contact relief reporters with a
m ni rumof delay. Standby reporters nust remainintheir
of fices and avail abl e for assignnent at all tinmes during
normal working hours or advise Court Reporter Services
where in the courthouse they can be reached.

4. Lunch hour for standby reporters shall be from12: 00 noon
to 1: 00 p.m unless otherw se directed by Court Reporter
Servi ces.

5. Unl ess good cause can be shown for any unavailability,

standby reporters who cannot be reached for a relief
assi gnnent shall be charged | eave wi t hout pay and may be
subject to disciplinary action. Court Reporter Services
will make every reasonable effort to |ocate standby
reporters before charging |eave wthout pay. In the
event of such action, Court Reporter Services shall
notify the reporter, in witing, regarding tinme charged
w t hout pay before 5:00 p.m on the next court day.

6. If a reporter is at his/her normal work |ocation and is
gi ven an assi gnnent that requires travel to another work
| ocation, the reporter wll be conpensated for the
m | eage actually travel ed between the two | ocations at
the rates set by the County of Orange upon subm ssion of
a M| eage and Expense cl aim

Uni form Transcript Preparation

When preparing transcripts, all reporters should follow the
suggest ed format gui delines contained inthe Transcript Fornat
and Procedures Manual prepared by the Orange County Superi or
Court Reporters Association.
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J. Daily Transcripts

1

It has been a | ong-standing policy of this court that in
t he absence of extraordinary circunstances in the Court's
di scretion, daily transcripts at public expense will not
be ordered except in capital cases in which the death
penalty is being sought by the D strict Attorney.

In civil cases, when preparation of a daily transcript
has been ordered by the court, the party requesting the
daily transcript shall pay not only for the costs of the
transcript, but also for the services of the extra
reporter (whether official or protem. The court clerk
is required to collect the extra reporter cost, on a
daily basis, fromthe attorney requesting the civil daily
transcripts. The reporter shall bill the requestor for
the cost of preparing the transcript. Pursuant to
Governnment Code Section 69951, the reporter may bill
request or an additional 50 percent for special daily copy
services, in civil cases only.

When daily transcription of crimnal or civil cases is
performed by a single reporter pursuant to Governnent
Code Section 69952, the reporter shall be conpensated by
an additional one-half of the per diemrate as a fee for
t echnol ogi cal servi ces.

K. Transcript Processing Procedures and Priorities

1

All official and pro tem court reporters shall conply
with the pertinent statutes and State and |ocal court
rules regarding requests and estimates for the
preparation of transcripts.

Al transcripts shall be prepared and delivered in a
tinmely manner consistent with statutes, rules of court
and these procedures. Transcripts in Juvenile cases are
to be prepared in accordance wth the Juvenile Court
policy currently in effect. Priorities between
transcript preparation demands shall be generally
determ ned based on the date of notice of appeal, court
order, or date of deposit of required fees, where fees
are required. The following priorities are hereby
est abl i shed:

Priority 1 - Transcripts under Civil Code Sec. 232,
involving termnation of parental rights
(Gvil Code Sec. 237.7).

Priority 2 - Juvenil e Court Appeals. An appeal from
the Juvenile Court has precedence over
all other cases (Rule 39(e), California
Rul es of Court).
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Priority 3 - Crim nal appeal transcript that has not
been conpleted wthin 80 days of filing
Noti ce of Appeal (overdue status).

Cvil and crimnal wits, search warrants
and Court ordered transcripts.

Priority 4

Priority 5

G vil appeal transcript that has not been
conpl eted within 90 days after receipt of
"Directory Notice" to prepare transcript
(overdue status).

Priority 6

G vil Appeal transcript that has not been
conpl eted within 60 days after receipt of
"Directory Notice" to prepare transcript
(late status).

Priority 7

G vil appeal transcript that has not been
conpl eted within 30 days after receipt of
"Directory Notice" to prepare transcript
(late status).

Priority 8 - Crim nal appeal transcript up to 20 days
after filing Notice of Appeal.

Priority 9 - Civil appeal transcript up to 30 days
after receipt of "Directory Notice" to
prepare transcript.

3. An attorney, party litigant or other person may be given
special transcript preparation priority if not in
conflict wwth other priorities specified by statute or
the California Rules of Court.

L. Monitoring Transcript Preparation

1. California Rules of court 205(19) and 205(20) assign to
t he Presiding Judge the responsibility and authority for
the supervision and nanagenent of the expeditious
preparation of reporters' transcripts on appeal. That
responsibility and authority nmay be delegated to the
Chi ef Executive Oficer.

2. If a reporter believes that he/she cannot conplete and

file a transcript by the required deadline, the reporter
may:

a. request a tenporary reassignnent,

b. explore with a fellow reporter the possibility of
tenporarily tradi ng assignnents,

C. or take vacation tinme off or |eave w thout pay.
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Under no circunstances is sick leave to be used for
transcri pt preparation.

A reporter shall be in default when:

a. the reporter is wunable to neet the original
prescribed deadline for filing of a crimnal
transcript (80 days after Notice of Appeal is
filed);

b. the reporter fails to neet the deadline for filing
a Juvenile Court transcript per Wlfare and
Institutions Code Section 232, unless an extension
has been granted by the Court of Appeal;

C. the reporter fails to neet the deadline for filing
a Juvenile Court transcript on appeal;

d. the reporter fails to meet any other deadline
i nposed by statute, rule or court order unless an
extension has been granted by the appropriate
court.

A reporter in default wll not be assigned to a
courtroom but shall be placed on unpai d | eave of absence
during this period.

M Decl ari ng Reporter Inconmpetent to Wrk in Court

1

California Rule of Court 205(20) requires that, after
reasonabl e noti ce and hearing, the Presiding Judge shal
declare any reporter of the court who is delinquent in
conpleting a transcri pt on appeal not conpetent to act as
a reporter in any court, pursuant to Governnent Code
Section 69944.

A reporter who has been found inconpetent to work in
court shall remain on unpaid |eave of absence until
he/ she has conpleted and filed all overdue transcripts
and until a Petition for Reinstatenent has been granted
by the Presiding Judge.

Reporters in default for failure to conplete any other
step in the transcript process (failure to tinmely submt
estimate of costs, failure to tinmely file transcripts,
failure to tinely file request for extension of tine,
etc.) may also be ordered to show cause before the
Presiding Judge why they should not be declared
i nconpetent to work in court.
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Transcript Billing Rates

1

Reporters shall bill the court or other requestors for
transcripts at the rates specified in CGovernnent Code
Section 69950.

Pursuant to CGovernnent Code Section 69951, the reporter
may bill requestor an additional 50 percent for special
daily copy service in civil cases only.

When daily transcription of crimnal or civil cases is
performed by a single reporter pursuant to Governnent
Code Section 69952, the reporter shall be conpensated by
an additional one-half of the per diemrate as a fee for
t echnol ogi cal servi ces.

No attorney, party litigant or other person shall be
charged, and no reporter shall accept, any special
transcript preparation rate or fee not specifically
aut hori zed by statute.

Court Reporter Notes

1

It is the responsibility of Court Reporter Services to
provi de for the maintenance, storage, and retrieval of
all court reporter notes.

Pro tem reporters will be required to turn in their
notes, properly |labeled for storage, to Court Reporter
Services before any claimfor paynent can be processed.
Reporters who retire or who | eave County enpl oynent wl |
be required to turn in their notes, properly | abel ed for
storage, to Court Reporter Services before they receive
their final County paycheck

Not es must be | abeled on the end of each pad with the
reporter's nanme and the date of the hearing or cal endar.
Boxes prepared for storage nust have the Superior Court's
Certificate and Receipt conpleted and attached. In
addi tion, the boxes thensel ves shoul d be | abel ed with the
reporter's name and the dates of the notes so that they
may be easily identified in the event the Certificate and
Recei pt becones det ached.

Al'l persons checking out court reporter notes wll be
required to sign a receipt. Notes that have been
received for storage wll be released only to the

reporter who prepared them unl ess:
a. that reporter authorizes their release to another

reporter in witing (telephone requests are not
acceptabl e); or
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b. Court Reporter Services is unable to locate the
reporter. In that event, the President of the
Court Reporters Association wll be asked to | ocate
a reporter who can read the notes and prepare the
requested transcript.

6. Upon witten request in extraordinary circunstances,
notes wll be miiled to the reporter by certified mail,
return recei pt requested. The reporter shall reinburse
the County for the postage. Under no circunstances wll
reporter's notes be released to attorneys or to
nmessengers.

Per sonnel Practices

1. Conpensation of official and pro tem court reporters
shall be governed by Oange County Superior Court
Rul e 230.

2. Leave provisions, vacation, holidays and rei nbursenent

prograns shall be governed by Orange County Superior
Court Rule 232.

3. Disciplinary actions and appeals shall be governed by
Orange County Superior Court Rule 240.

4. Gievance procedures and appeals shall be governed by
Orange County Superior Court Rule 242.

Use of County- Omed Copy Machi nes for Transcri pt
Pr epar ati on

Use of County-owned copy machines to prepare copies of
transcripts is limted to enmergency situations wth the
approval of Court Reporter Services. |f approval is granted,
the reporter shall be required to reinburse the County by a
check made payable to the Auditor-Controller, in the anmount
set at the rate established by the Board of Supervisors.

(Adopted effective January 1, 1988; revised effective Septenber 1,

1998)
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